PLEASE DISTRIBUTE IN YOUR ORGANIZATION “DOWN THE CHAIN” TO ENSURE WIDEST DISSEMINATION.  SOME OF THE ARTICLES ARE FOR SUPERVISORS, BOTH MILITARY AND CIVILIAN, SO PLEASE PASS TO YOUR SUPERVISOR. 
we encourage you to complete the attached customer service questionaire and return to our office (IF YOU INDICATE “YES” WE CAN CONTACT YOU ON THE FORM, PLEASE INCLUDE YOUR NAME AND PHONE NUMBER, AS THE ATTACHED ELECTRONIC FORM DOES NOT INDICATE WHO YOU ARE:  


[image: image1.wmf]Customer_Survey.do
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REMINDER…UPDATING CURRENT DUTY (DAYTIME) PHONE NUMBER:  We are each responsible for updating our duty (daytime) phone number.  The phone number is updated by calling the Benefits & Entitlements Servicing Team (BEST), 1-800-997-2378, and following the instructions on the Interactive Voice Response System (IVRS).  This number is VERY important to each one of us, as it prints on our career briefs, promotion briefs, etc. and is used by selecting supervisors if we are referred for a vacancy.  THIS IS THE WAY A SELECTING SUPERVISOR contacts us if we are on a referral certificate for a vacancy.  It is important to also remember, that if we change jobs, we need to update the phone number…it does not get updated automatically.  CAREER PROGRAM REGISTRANTS must also update their local (office) and DSN phone numbers utilizing the AFPC on-line career program registration; if you update your phone number you also have to update all registration information, as each update “overlays” the previous registration.  

UPDATED CIVILIAN PERSONNEL “FUNCTIONAL” DIRECTORY:  
[image: image2.wmf]CPFfunctional.doc


EEO Training for Supervisors and Managers:  The EEO Office will explain the Federal Sector EEO Complaint Process and the Legal Office will cover the topic from a legal perspective.  The training will take place on Wednesday, 30 Aug 00, at 0730 hours in the TSF Auditorium outside the mountain.  The briefing will take approximately 1 hour.  ________________________________________________________________________________________________________

The Civilian Personnel Flight (CPF) is hosting an Open Forum Discussion for all civilian employees and supervisors of civilians, in the Officer’s Club ballroom on Tuesday, 19 September.  Two sessions will be held, the first from 0800 to 1000 and the second session from 1400 to 1600.  All Peterson Complex civilian employees and supervisors are invited to attend.  A maximum of 200 seats are available for each session and seating will be on a first come, first served basis.  If additional sessions are needed they will be scheduled at a later date.  Topics for discussion include:  roles of the local CPF vice the Air Force Personnel Center at Randolph AFB; functional area roles and procedures within the local CPF; sources of civilian personnel information.  The purpose of the Open Forum Discussion is to provide an opportunity for a cross flow of information between employees, supervisors and CPF staff members.  All are encouraged to attend if possible.  For additional information call extension  6-4722 or extension 6-4775.   

________________________________________________________________________________________________________

Retirement Date Choice Demands Attention:  CSRS voluntary retirements commence the day after separation if the employee separates in the first three days of the month. Otherwise, the annuity will commence on the first of the following month. If an employee separates on December 3, then the annuity commences on December 4. The first annuity payment would be January 1. If the employee separates after the 3rd, (4th through the 31st) then the annuity commences on January 1. The first annuity check would be paid February 1 for the month of January. FERS voluntary retirements commence the first of the month following month of separation, as correctly described in the (FEDweek) newsletter. CSRS and FERS discontinued service retirements commence the day after separation.

It is not necessary for an employee to be on the rolls on the date of the pay adjustment to receive the pay adjustment in the lump sum annual leave payment. OPM’s final regulations on Lump Sum Payments for Annual Leave (CPM 99-2) dated August 23, 1999 states “OPM’s final regulations provide that the types of pay to be included in a lump-sum payment are those the employee would have received on  biweekly basis had the employee remained in federal service on annual leave, except allowances that are paid for the sole purpose of encouraging an employee to remain in government service (e.g., retention allowance.)

____________________________________________________________________________________________________

VOLUNTARY LEAVE TRANSFER PROGRAM (VLTP):  Civilian annual leave donations are needed for Ms. Irene Noble, 

10 MDG, assigned to the USAFA.  Ms. Noble has recently undergone total thyrodectomy followed by radioactive iodine treatment.  Ms. Noble's husband is active duty assigned to Peterson AFB,  AFSPC/CEF.  If you would like to donate annual leave or additional information, call the Civilian Personnel Flight, Workforce Effectiveness Section at 556-6557.

VOLUNTARY LEAVE TRANSFER PROGRAM (VLTP):  Civilian annual leave donations are needed for Mr. Tommy Alley, 314 CES, Little Rock AFB.  Mr. Alley is requesting donations following chemotherapy due to cancer.  If you would like to donate annual leave or additional information, call the Civilian Personnel Flight, Workforce Effectiveness Section at 556-6557.

________________________________________________________________________________________________________

ONLINE CAREER PROGRAM REGISTRATION  This is just a reminder that Career Program registration is now available

online only for employees at those bases serviced by AFPC/DPC for Benefits and Entitlements.  This includes all civilians serviced by the Peterson Civilian Personnel Flight.  

Employees still have the option to complete their registration by submitting an AF Form 2675 to their local Civilian Personnel Flight (CPF). Use of the online registration process is strictly an alternative registration method and completed voluntarily by the registrant. 

Online registration is accessed through the Career Program Directorate homepage http://www.randolph.af.mil/cp/ ;

each Career Program's homepage, the AFPC/DPC homepage http://www.afpc.randolph.af.mil/dpc.  Once you have the menu in front of you, look for Career Program Online Registration. Registration can be completed from an employee's personal computer at home, if desired, and is accessible twenty-four hours a day. For the employee's security, online registration is completed through a secured Web site. 

One key point about online registration is each registration is a new registration. This means that the previous registration information is completely replaced (overlaid) with the new information. For example, if an employee has two geographic location codes in the system and wants to add one more location, all three location codes must be input with the online registration. In addition, if the employee is registered in two Career Programs, both Career Programs must be included in the online registration.

After the employee has completed the registration, an "Online Career Program Registration Confirmation" page is provided. It reflects the following submitted information: 1) social security number; 2) DSN ; 3) e-mail address; 4) action chosen (e.g. register in Career Program); 5) Career Program(s) chosen for registration; 6) geographic location code(s) chosen; 7) the date and time the transaction was submitted. Employees should always print the confirmation page for their record. If any questions arise concerning the online registration, all the confirmation page information (to include the date/time stamp) must be provided.

Online registration must be input by 2359 Central Standard Time five workdays prior to the end-of-month (EOM) to ensure inclusion in the EOM file. This is the minimum time required to update the next EOM Headquarters Air Force (HAF) file. No special consideration will be given to individuals who do not meet these deadlines. 

Employees can review their registration information two ways. First, they can review their record on the Career Program home page http://www.afpc.randolph.af.mil/cp/ by clicking on the Personal Record Review box. This will allow them to review what is in the current end-of-month file (not the information they just input online). Second, if they would like to review their registration

as it is currently shown in the system, they must contact their local CPF. Employees should wait one week after submitting an online registration to contact their CPF. Since the online registration flows to the base-level system before updating HAF files, a change in registration brief will be generated for the CPF just as if the base had input the registration. This process takes approximately five business days plus the time required for base mail distribution. 

If employees have problems establishing an AFPC access account or accessing their records, they should contact the AFPC Technical Assistance Center (TAC) at DSN 665-3995 or 1-800-638-3487. 

________________________________________________________________________________________________________

CAREER PROGRAM REGISTRATION FREQUENTLY ASKED QUESTIONS

1. Question: How can I register for a Career Program?

Answer: Air Force employees complete and submit an AF Form 2675, Civilian Career Program Registration and Personal Availability, to their servicing Civilian Personnel Flight (CPF). Registrants indicate the lowest acceptable grade for which they desire consideration at each organization or geographic location. The AF Form 2675 is available in electronic form, or the CPF can provide the AF Form 2675, appropriate tables, and guidance to assist employees in the registration process.

Effective May 2000, employees at bases regionalized for benefits and entitlements also have the option to complete registration online. The online registration access is available on the AFPC/DPK homepage and the AFPC/DPC homepage. The Web site is secured for the employee's security.

2. Question: I was just promoted to a GS-0343-09 and would like to register in the Manpower Civilian Career Program (MCCP). Am I eligible?

Answer: Yes. MCCP starts covering positions at the GS-11 grade-level.  Employees are eligible to register in a career program if they are within twelve months of meeting the Office of Personnel Management (OPM) minimum qualification standards and time-in-grade (if applicable) for the covered positions of that career program. Although you would not be eligible to be considered for referral until you have eleven months at the GS-09 level, you still can be considered for training and development opportunities funded by the Career Program.

3. Question: The CPF provides tables and guidance for registration. How will that work with online registration?

Answer: We have tried to make the online process as user friendly as possible. All the information you need to select is  provided in clear text (there is no code). We have also provided links to Web sites that provide information on whom is eligible to register in a specific Career Program and the specific registration requirements. Since employees determine their own eligibility, they are on the "honor system" when registering. Individuals who register online and are not eligible will be screened out through the Career Program processes. 

4. Question: You said the online registration was a secure web site. What does that mean?

Answer: To use the online registration application, you will be asked to create a USERID and password. In order to create them, you will be asked to provide your social security number, date of birth, service computation date for leave, pay plan, current grade and step-in-grade, DSN telephone number, and a valid e-mail address. Most of the information is available on your current leave and earning statement. If you do not provide all the correct information, you will not be allowed access. This information is also secured by point-to-point encryption as it is transmitted.

5. Question: I'm already registered in a Career Program. Can I use the online registration to just update my geographic location codes?

Answer: Yes and no. You cannot just update your geographic location codes online, but you can use the online system. With online registration, each registration is a new registration and overlays the previous registration. For example, if you have two geographic location codes in the system and want to add one more location, all three location codes must be input with the online registration. In addition, if you were registered in two Career Programs, both Career Programs must be included in the online registration. 

6. Question: If I register online, how can I remember my registration?

Answer: After you have submitted your registration, you will be provided with an "Online Career Program Registration Confirmation" screen. This screen shows your social security number, DSN telephone number, e-mail address, the action you chose, the programs you registered in, and all the geographic location codes you chose. It also provides a date and time stamp as to when you submitted your transaction. You should print this information for your file. If there is any question concerning your registration, you must provide a copy of the "Online Career Program Registration Confirmation" information (to include the time/date stamp). 

7. Question: I just had a permanent change of station (PCS) and my geographic location codes (geolocs) dropped from the system. Can I add my geolocs back? 

Answer: Because you had a government sponsored PCS, you are under a transportation agreement and cannot be referred for positions outside your commuting area for eleven months. However, you may register to be considered for positions within your commuting area. 

8. Question: If I change my registration today (either with the CPF or through online registration), will the Career Programs use my registration changes immediately?

Answer: No. The Career Programs utilize an end-of-month (EOM) data file. Whatever information is reflected in your EOM registration data file is used for the next month's Career Program processes. For instance, whatever you have in your EOM April 00 registration data file will be used during the month of May 00. 

9. Question: What are the benefits of Career Program Registration?

Answer: Registration allows you to compete Air Force-wide for positions managed by a specific Career Program. Registration also lets employees participate in training and develop-ment opportunities found in the Training and Development Guide, which is listed at the following Web site: http://www.afpc.randolph.af.mil/cp/guide/default.htm 

10. Question: If I register online, do I need to include the Career Program ID and geographic location codes?

Answer: Yes. If you want to compete for Career Program positions, you must include both in your online registration. Furthermore, the Career Program ID must match the specific Career Program geographic location code. For example, if you are registered in the Financial Management Career Program (Career Program ID "C") and are interested in auditor positions, then your specific geographic availability code must include "CAZ". However, WZZ is recognized for all Career Programs you are registered in. If you have further questions, you should contact your CPF. 

11. Question: Even though employees can now register online, can the Civilian Personnel Flight still review their employees' qualifications to register?

Answer: Yes. CPFs still have the authority to review qualifications and delete those employees who are not eligible to register. 

______________________________________________________
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1.  Please check appropriate responses:  



 FORMCHECKBOX 
  Civilian
 FORMCHECKBOX 
  Active Duty



 FORMCHECKBOX 
  Appointment
 FORMCHECKBOX 
  Walk-in


2.  Where are you stationed?  




 FORMCHECKBOX 
  Peterson AFB
 FORMCHECKBOX 
  Schriever AFB



 FORMCHECKBOX 
  Cheyenne Mountain AFS
 FORMCHECKBOX 
  Fort Carson



 FORMCHECKBOX 
  US Air Force Academy
 FORMCHECKBOX 
  Other: ________________)


3.  Please check the appropriate box of the service and/or purpose of your visit below:



 FORMCHECKBOX 
 Position Classification
 FORMCHECKBOX 
 Job Information



 FORMCHECKBOX 
 Training
 FORMCHECKBOX 
 Labor Relations



 FORMCHECKBOX 
 Staffing/Recruitment
 FORMCHECKBOX 
 Performance Recognition



 FORMCHECKBOX 
 Benefits and Entitlements
 FORMCHECKBOX 
 Discipline and Conduct



 FORMCHECKBOX 
 Grievances and Appeals
 FORMCHECKBOX 
 Other (specify below)


4.  How would you rate the overall service provided to you by the Civilian Personnel Office (please circle appropriate response)?



Outstanding
Excellent
Good
Okay
Poor
Bad 



Timeliness
(
(
(
(
(
(

(Customer service counter)








Timeliness
(
(
(
(
(
(

(In meeting your needs)








Professionalism
(
(
(
(
(
(

Accuracy
(
(
(
(
(
(

Courtesy
(
(
(
(
(
(

Knowledge
(
(
(
(
(
(

5.  Of the categories you just rated in paragraph four, which 3 are of greatest importance to you?


Timeliness (Customer service counter) --------------------
(

Timeliness (In meeting your needs) -----------------------
(

Professionalism ----------------------------------------
(

Accuracy ------------------------------------------------
(

Courtesy ------------------------------------------------
(

Knowledge ---------------------------------------------
(

6.  Please rate the OVERALL service provided to you by the Civilian Personnel Office.



Outstanding
Excellent
Good
Okay
Poor
Bad 



(
(
(
(
(
(

7.  What are your expectations of the Civilian Personnel Office?


8.  From your perspective, is there anything we can do differently to improve our service or product?


9.  May we contact you to discuss your responses? 



(  YES  
(  NO


Name/Phone: ___________________________________ 


-FOR 21 MSS PERSONNEL ONLY-

Please answer applicable questions.


1.  Was the customer’s expectation reasonable?



( YES 
( NO


2.  Did we meet or exceed the customer’s expectation?



( YES 
( NO


3.  If NO, how did we affect or change their expectation?


4.  If there was a problem, was it resolved?



( YES 
( NO



a.
Who solved it (individual)?



b.
At what level (element, flight, squadron)?



c.  By what means (phone, in-person, e-mail, etc.)?


5.  Was the customer satisfied?



( YES 
( NO


Comments:


Customer Satisfaction Survey


21st Mission Support Squadron


Civilian Personnel Flight
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Mission Statement:  “Provide customer-oriented personnel, family and educational services to enhance the worldwide mission of the 21st and 50th Space Wings; 302d Airlift Wing; HQ AFSPC; USSPACECOM; NORAD; Schriever Air Force Base; Cheyenne Mountain Air Force Station and the entire Peterson Complex to include tenant units and over 26 geographically separated units.”


Vision Statement


A world-class team of professionals putting people first and setting the standard of excellence.


We are committed to continuously improve the quality of mission support services on Peterson Air Force Base.  Please help us assess and improve our services by completing this survey.  If you have immediate concerns, please call me at
556-4023.  If I am unavailable, your call will be directed to a member of my senior staff, so your concerns can be addressed immediately.   



VENETIA E. BROWN, Lt Col, USAF



Commander, 21st Mission Support Squadron


THANK YOU!

Please drop in Customer Service box or mail to:



21 MSS/DPC   STOP 1142



135 Dover Street, Suite 1055



Peterson AFB CO  80914-1142
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